SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 01/07/14 CLCSI NG DATE: 01/16/14 (4:30 PM
SCDC | NTERNAL TI TLE: ADM N ASST || SCDC POSI TI ON #: 017657

HOURS/ VEEKLY: 037.50 SHI FT SCHEDULE: 02 WORK TI ME: 0800 AM - 0400 PM
LOCATI ON:  BROAD RI VER CORRECTI ONAL | NSTI TUTI ON, COLUMBI A (RI CHLAND) LEVEL 3

STATE JOB TI TLE: ADM NI STRATI VE ASSI STANT STATE JOB CLASS: AA75
BAND: 04 SALARY RANGE  $ 025627 - $ 047413 SPECI AL | NCENTI VE: NO
LEVEL: D SALARY RANGE $ 028832 - $ 045615 SCEIS POSITION #: 61018654

STATE OF SC M NI MUM TRAI NI NG AND EXPERI ENCE REQUI REMENTS:

A HI GH SCHOCL DI PLOVA AND WORK EXPERI ENCE THAT |'S DI RECTLY RELATED
TO THE AREA OF EMPLOYMENT. A BACHELOR S DEGREE MAY BE SUBSTI TUTED
FOR THE RELATED WORK EXPERI ENCE.

AGENCY PREFERRED QUALI FI CATI ONS:

SI X (6) YEARS RESPONSI BLE CLERI CAL, SECRETARI AL OR ADM NI STRATI VE
EXPERI ENCE, OF WHI CH TWD (2) YEARS SHOULD BE SUPERVI SORY EXPERI ENCE.
MAY BE REQUI RED TO HAVE EXPERI ENCE | N CRT AND/ OR PERSONAL COVPUTERS.

DESCRI PTI ON OF DUTI ES:

MANAGES ADM NI STRATI VE SUPPORT SERVI CES FOR HEALTH SERVI CES W THI N
THE | NSTI TUTI ON. COORDI NATES ASSI GNMVENTS OF WORK TO SUBORDI NATE STAFF,
ENSURI NG PROPER HANDLI NG OF CORRESPONDENCE, VOUCHERS, SUPPLY

REQUI SI TI ONS, ETC. SUPERVI SES AND COWPLETES SPECI AL ASSI GNMVENTS AND
PRQIECTS REQUI RED BY THE DI VI SI ON OF HEALTH SERVI CES.  ENSURES

POSI TI ON DESCRI PTI ONS ARE AVAI LABLE, CURRENT AND ACCURATE FOR MEDI CAL
STAFF AT THE | NSTI TUTI ON. COORDI NATES REPORTS FROM VARI QUS MEDI CAL
AREAS AT THE | NSTI TUTI ON | NTO THE MONTHLY REPORT SUBM TTED TO THE

DI RECTOR OF NURSI NG FOR THE AGENCY.

COMVENTS:

MUST SATI SFACTORI LY COVPLETE SCDC BASI C TRAI NI NG



	The Datastep Procedure
	SC DEPARTMENT OF CORRECTIONS


